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MEMORARDUM FOR: Director of logistics e

SURYECT Reduction of AMaiaistrative Workload
VEPEFENCE: Book Dispatch - 25X1A

7he following Stations and Bases bave sibritied suggestions which
are pertinent to your functicsal responsibiiitiss. Flesse advise this
Office the action taken to implement these suggestions, or ssdmit sufl-
ficiernt detailsd Justificatiom far the retention of status @ to
: enable us to prepere an emplanstory dispatceh to the FPield installations:
25X1A
| . - e secood time conmming adminis-
25X1A trotive problem is Snventory. In the psst year, due to imatructions
from various elemsnts in the support strvetwre JJJJEese bas Yeen
torced to inventory its nmw-expendsbls propexrty on thres occasioms.
Iase believes one inveniory per Yoar or evell ¢vwery two ysars woulld
e more prectical. The cecasicwal piece of furniture that might
becons wisplaced due to this extended pericd certainly would be
25X1A sicre than compensated for by the corresponding saving of mmn-howrs.”

25X1A I

m;wwmm:mmm‘d Sion ;
supplies from Hesdgusrters, ummtmamﬁmetmpm
of the reguisition itself and allied ahippiug documents are e~
ceived by the Station. The present aystem 13 not clearly wnderstood;
an sverage of eight copies of these documsnts 1s received at varisas
intervals betwesn the time of forwverding a regiisition to Hewi-
quarters and the time of recedipt of the suppliss. It is believed
that a mexxime of two of the basic reguisition amd aliled shipping
docupents for adivence notice of shipwent would suffice, which along
with the copy received with the shigwent would furnisb the Statiom

25X1A with sufficiest copies for receipt motification to Headqarte:s amd
o Stetion £ile capy. As in the case of 8. above, time would be
saved in the hondlisg and recording of these docummnts which in the
rinal analysis are destroyed
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25X1A
25X1A

(ﬁw,mnstmmwmmﬂmamy
records and contrals a problem. After some aperisnce o asaigning
the responeibility to sesbers of our clerical staff, it is ow con-
clusicn tihat the property records systam is too technical to make

thins entively feasidble, since umtrained perscns tend to becom lost

in the iatrisscies of its wmmmmwgmm
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capeble of being handled without special training by sn at-
wﬁmmmw,mmmmmumr
cuployee without undue difficulty and comtalning sufficisot
automastic and Puilt-in comtrols o make itmmyrwm ‘
almmmwmmittamm;mwws
contrel funetion. Developoent of such & system, 1f this is
wossible, would relteve thelll station, at lesst, of its
single largest sdministrative problem.”

&.ﬂ-“hmm,awﬂbmﬁw
paper work has been &g oa the sbject of TVA's. A con-
tributing factor in this sdministrative worklosd has beem
mmmm'ammwmﬁvaum&wdwm=
mmT%'ﬁmmMsmmm A» an
éﬂmm,mm-wammwmmwm
acths befare that Bsse even received & verbal spproval or aimost
4 year before en approvel M received.
ﬁfaﬁimmwaﬁnim ”?e.
sork 1s starting to build up as indicet
mm&mmwsﬁawﬁwmm certainly
mwiﬁmmmmﬂaﬁstmmmm
in effect at Headguortera.”
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pele ‘mper: Often we get papers ve don't need. Exmmple:
‘ﬂ"""i g Documents are sent to us in sbout 1O coples;
actuelly, we nood cnly three copies. Exmmple: last y somecne
sent us a whole box of routing snd disposition slige (Form T79)
uged in Hesdguarters to route papers from one office to snother,

from one desk toc sacther. The forms occenpied space in our files
for seversl months until we were notified there was & shoriage of
Form TT9 at Headqurters and ashed if we could return omr surplus,
We were gisd to ship the vhole box back.”

with questions or questiomnsire MWWKWMW
gﬂmwmwmm. Exwsple: Lost yeur I had

list dwellings, varshouses, office buildings, and other structures
cceupied by this station) give the mmber and size of roms in
cach bdlding; show slteyations, remowtione snd major repeirs; and
cover such satiers as storege space, parking sreas, and utilities.
Actuslly, the country degk at Hemdguaxters should have dean adle to
supply & guick enswer: X bave cne small room in thlRi14-
ing, and no real estate anyvhere.,”

" Inaperopriste Suppiies: In the two ysars I bave been in

' vehicles by Headguarters.
In both cases the cars arrived complete with heaters snd defrosters
vhich 1 had never asked for and vhich wre, of course, totally un-
pecesseary [ Retall cost of both hesters must have
tatamm&w,mmmm“m“mwmaewh
of unclaasified phone calla to the country desk.”
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“mmuwmmt,ammmwmmudim
would remove many fros the 1ist. An exsmple that might be removed

would be office machines amm:w in the field at s cost only
s1lightly higher than in PEFRIME .

25X1A
25X1A
25X1A
25RIA I cccteined rather extensive camments on the Stock
status and Property in Use Feport. Rather than a repetition of
these camments here it is suggested that hesdguariters refer to
this dispatceh.”
]
Specinl Assistant to the 25X1A

Deputy Director (Support)
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